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Purpose
e Use this procedure to change an employee’s start date after the action has been
completed and payroll has not ran for the incorrect hire date.
Trigger
e Perform this procedure when the start date is incorrect has not ran for the incorrect hire
date.
Prerequisites
e A hire or rehire action has been performed on an employee and payroll has not ran for the
incorrect hire date.
Menu Path
Use the following menu path(s) to begin this transaction:
e Human Resources > Personnel Management - Administration > HR Master Data
—~>Personnel Actions
Transaction Code
PA41

Date Procedure Update Log

1/29/2007 Edits

Helpful Hints

The same infotypes may not appear when you are performing this procedure, if they were not
created in the original personnel action.

The infotypes to update may appear in a different order when you are performing this
procedure.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types
of messages and responses are shown below:

Message Type Description

Error a

@ Example: Make an entry in all required fields.

Action: Fix the problem(s) and then click @ (Enter) to proceed.
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Message Type Description

W_arnlng Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

':D Action: If an action is required, perform the action. Otherwise, click

ﬂ (Enter) to proceed.

Confirmation & _
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the menu path above or transaction code PA41.

Change Entry/Leaving Date

g  aaHe@a SHE DO RE @B
Change Entry/Leaving Date

2.  Complete the following fields:

Personnel no. R  |The employee’s unique identifying number.
Example: 20001064

3. Click .ﬂ (Enter) to validate the information.
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Change Entry/Leaving Date

gl  aaH ee@ CHE DN BPE QB
[®iz] change Entry/Leaving Date

T T S

‘EEGroup 0
‘EESUBgroLp 06

4. Click (Execute) to execute a process or action.
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Change Actions (0000)

| uaBeae CHE f000 HE QO
Change Actions (0000)
| ‘Q Execute info group Hd Change info group |

FPersho, | 20001064
AT cin =i Lin |
Persirea 1500 ‘EECroug 0

Faubarea oot Esubgous 05 s

oton Type Newdie @

Reason for Action 81 Temporary Appointment

Empioyment awe o ow

Pasitian _ Pasition 1
Personnel area 1500 Gensral Administration
Ernplayee group 0 Permanent

Employee subgroup 06 M-OT Elig=40hrsivk

5.  Complete the following fields:

Start R  |The correct hire date for the employee.
Example: 07/03/2006

6. Click .ﬂ (Enter) to validate the information.
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Change Actions (0000)

| uaBeae CHE f000 HE QO
Change Actions (0000)
| ‘Q Execute info group Hd Change info group |

FPersho, | 20001064
AT cin =i Lin |
Persirea 1500 ‘EECroug 0

Faubarea oot Esubgous 05 s

oton Type Newdie @

Reason for Action 81 Temporary Appointment

Empioyment awe o ow

Pasitian _ Pasition 1
Personnel area 1500 Gensral Administration
Ernplayee group 0 Permanent

Employee subgroup 06 M-OT Elig=40hrsivk

7. Click .i (Save) to save.
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Postpone action

_EI?."EH H200A6
_EI?."EIS."EEIEIE

Infotype recards
Infl Mew start  |Mews end H

0207 Residence Tax Area EITJ'EIHEEIEIE 07022006 ([O7/0372006 |07/03/2006

| R N

[+]
[-]
N
[+]
[~]

ECy— e aln
*

8. Click (Select all) to select all of the infotypes to update to the correct hire date..

9. Click E (Continue).

Postpone action
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10. Click ¥ Continue |

Information

Vi@

11. Click (Continue).

Change Basic Pay (0008)

g 3 4B eae S0k nnoan HE @B
Change Basic Pay (0008)

| ‘ Salary amount |E Payments and deductions |

EEGroup 0

Reason Initial Appaintment Capacity util. level 18008

PS trpe WFSE Wiark haursieriod 87 00 Semimonthy

PS atea Standard Progression Newtincrease 0140142007
PS group Level A Annual salary 33,288.80 USD
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12. Click .ﬂ (Enter) to validate the information.

13. Click .i (Save) to save.

Create Monitoring of Tasks (0019)

gl aiBieee CHE Dhoo RN O
(e Monitoring of Tasks (0019)

Task Type Frob per to expire =]
Date of Task 01/03/ 2807 Processing indicator MNew task

Reminder Date
Lead/follow-up time

@ This infotype may not appear if it was not created in the original personnel action.

14. Click .ﬂ (Enter) to validate the information.

15. Click .i (Save) to save.

State of Washington HRMS

File name: Version: SME Approved Script SAP Parent
NEWHIRE_CHANGE_ENTRY_DAT Last Modified: 1/29/2007 9:03:00 AM Page 10/20
E.DOC

Reference Number:



Title: New Hire Action - Change Entry Date
Processes :
Sub-Processes :
HRMS Training Documents

Possible subsequent activities

07/03/2006 ()
07/02/2006

By 17 2006

%

16. Click @ (Enter).
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Enrollment

U e@a@ Dk anaa DR @m

Enroliment

Direct selection

Fersannel no.

1D nurmber et offe W
®
BEIERIERICE

17 ciok| & cetoter |
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Enrollment

Gz @ &

Enroliment

Direct selection

Fersannel no.

1D number

m 01/0141800 - 12/31/9999

BAEIERIFDIEE

Status  Walidity period Activity

7 401(a)
PERE 2 @ 070372006 - 12/31/3993
PERS 3 - Option 0 07032006 - 12/31/3393
FPERS 3 - Rate A- Self 07/03/2008 - 12/31/9999
PERS 3 - Rate A- W3IB 07032006 - 12/31/3393
PERS 3 - Rate B - Self 07/03/2008 - 12/31/9999
FERS 3 - Rate B - WSIB 07/03/2006 - 12/31/9999
FPERS 3 - Rate C - Self 07/03/2006 - 12/31/8998
FPERS 2 - Rate C -WSIB 07/03/2008 - 12/31/9999
PERS 3- Rate D - Belf 07/03/2006 - 12/31/3933
PERS 3 - Rate D -W5IB 07/03/2008 - 12/31/9999
PERS 3 - Rate E - Self 07032006 - 12/31/3393
PERS 3 - Rate E - WSIB 07/03/2008 - 12/31/9999
PERS 3 - Rate F - Self 07032006 - 12/31/3393
PERS 3 - Rate F - WSIB 07/03/2008 - 12/31/9999

@ Click the appropriate savings plan.
18. Click  FERSZ,
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-EEIEIEI‘I b64

PERS 2
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B7 a3/ 2006

Contribution regular

124317499949

Fre-tax contribution Semi-rmonthly

Armount
Percentage 3.50
LInits

0.00 USD []Fre-Tax Rollove

b b.80 s

Fost-tax contribution Semi-monthly

Armount
Percentage a.an
LInits

B.00 USD []Start PstTax!

b ¥ b.80 Ush

@ roent] %

19, Ciiok @ Aceert]
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Enrollment

REla A

Enroliment

Direct selection

Fersannel no.

1D number

m 01/0141800 - 12/31/9999

BAEIERIFDIEE

FI

Status  Walidity period Activity

@ 07/032006-12/31/8999 &
Qption 0 07032006 - 12/31/3393
Rate A- Self 07/03/2008 - 12/31/9999
Rate A- W3IB 07032006 - 12/31/3393
Rate B - Self 07/03/2008 - 12/31/9999
Rate B - WSIB 07/03/2006 - 12/31/9999
Rate C - Self 07/03/2006 - 12/31/8998
Rate C -WSIB 07/03/2008 - 12/31/9999
Rate D - 8elf 07/03/2006 - 12/31/3933
Rate D -WS5IB 07/03/2008 - 12/31/9999
Rate E - Self 07032006 - 12/31/3393
Rate E - WSIB 07/03/2008 - 12/31/9999
Rate F - Self 07032006 - 12/31/3393
Rate F - WSIB 07/03/2008 - 12/31/9999

20. cick| & Emall_ |
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Confirmation of Selected Actions

w # Cancel

21, Cliok | @ Enroll]

Enrollment

[M|Q Confirmatian
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22. Cick | Continue |

Enrollment

O FEE @

Direct selection ¢

Personngel no

1D number

Enrolimentperiod |
0100111800 - 12/31/3999

alel[_cllea)oa)

23. Click @l (Exit).
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Possible subsequent activities

710312008

By 17 2006

24. Click (Cancel).
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Delete Residence Tax Area (0207)

| 0 oEeae | CHBSOO0 FEE @
Delete Residence Tax Area (0207)

2.2

Personmelo. 3 Jame  chi et Lin

Persarea | 1500 ‘EE@roup 0

_I]?J‘I]H?I]EIE 07/02/ 2806

Tax area - State of¥ashington

25. Click (Delete).

Create Vacancy

71742006 (&

|Ig§ || ] ||ﬂ Cancel|

26. Click Yes or No.

27. You have completed this transaction.
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Result

You have updated the hire date.

Comments
None.
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